Online Contractor Licensing Instructions

Step 1

Click on
eBusiness
Center in the
lower right
corner of the
webpage.

> eBusiness
. Center

Step 2

The login
process has
changed as of
11/6/20. All
eBusiness
Center accounts
must be tied to
an OH|ID
account. You
will either have
to create a new
OH|ID account
or login to your
existing OH|ID
account (if you
already have
one). Thenyou
can follow steps
to sync your
OH|ID account
with your old
eBusiness
Center account.

Multiple help
documents,
including a
video, step-by-
step
instructions, a
help wizard,
FAQs, and
email/phone #'s
are available.

ﬂhlo eBusiness Center

Protection Agency

Ohin EPA's aBusiness Center (eBiz) 1s a secura portal far onling DUSINESS Services. aBIZ 15 tha aniry point for aur customers 1o elactronically complete
and file reports, meke payments and submit permit and grant applicabions. See below for a complele st of services olfered

Mew Slale of Olio OH|ID portal (OH]ID) login process as of November 8, 2020

xe veve

Do not use Microsoft Internet Explorer - eBiz is supported in Google Chrame and Microsaft Edge.

Need Assistance? Start herel

© eBiz Help Wizard
* Login assislance

= Contacts for services
= Help with PIN

To access eBiz, you must have an account in OH|ID and chck on the
Ohio EPA eBusiness Center lile.
IMPORTANT: To access your eBiz account data, the email
addresses in OH|ID and ¢Biz must match.

Plaase watch a snorl@ OH|ID portal login video. I

=P o OH|ID

I @ OH|ID Step-by-Stap Insiructions I

| @ oHIID eBusiness Genter FAG)

eBiz live help available
Weekdays BAM - SPM
axcept stata holidays

ebizhalpdeskiiapa ol gov

(877) 372-24599 | (877) EPA-BILL




Step 2.1

Once you click
onthe OH|ID
login button,
proceed to
either create a
new OH|ID
account or login
into your
existing account.

Follow the
directions to link
up your OH|ID

account with
your previous
eBusiness
Center account.
(TIP: your new
OH|ID account
email address
must match your
previous
eBusiness
Center email
address in order
to link accounts)

®OH|ID

Log in with your OH|ID

UserID
FORGOT YOUR USER ID?
Password

FORGOT PASSWORD?

&login

Get login help | Create an OH|ID account




Step 3

This section is
for Electronic
Check payment
only. Electronic
Check payment
requires you to
have a Personal
Identification
Number (PIN).

To request a
PIN, select
“Request New
PIN” from the
“My Account”
menu.

eBusiness Center
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Step 3.1

Requesting a
PIN. Complete
all required PIN
Holder
Information.

PIN Management in the eBusiness Center

PIN Holder Information

You will be prompted for your PIN holder information. This information, in most cases, will be different from your
account information. Account information typically pertains to your profession and company information. The PIN
holder information represents your personal data since you are applying for a PIN to represent your personal signature.
Therefore, the screen will initially be populated with your name and email only. Complete this information using your
home phone (not cell unless that is all you have), address, etc. for a greater probabiliy of success with online identity
verification. Note: When entering your address only include the number and street name, do not include labels (ie., Road, Rd,
Lane, etc.)

PIN Holder Information

Below is the conta,
created this acc
and persanal phone number.

information required 1o request y
wever, fo Identity ¥

r PIN. By detault, i has been populated with the information you entered when you
bz make sure 1his & your PERSONAL INFORMATION - i

addiess

nine yesiicalion process

send to Cihie EPA 2 notarized harscopy applcatio
will end an email 1o ihe email ad you provides
activale your FIN will be included in the email

(@vailable at the

First Mame

LastName Jeftersan
Home Address Line 1
Home Address Line 2

ity

State sedect] zp

Fersonal Phone Number

Emall Acdress

ljeMerson@aboco.com

Verity Email Address

Complete this information and continue scrolling to section for security questions.




Step 3.2

Complete all
required
Security
Questions.

PIN Management in the eBusiness Center

Security Ques

Security questions must be established and will be used often in association with use of your assigned PIN. You must
establish five security questions and answers, the use of which will be randomly rotated by the software.

ns

Security Questions

Thz SECUTRY QUESHONS YoU create should
rick ", “Tawnorite: midd
o el

we anEwers (hat only you know, For example, you might enter, “chilihood pot's name®, *mathors
school leschers hobby™, etc. The secuwily question answer & e exact answer o each of e secuity questions

Bath questions and answers are spelling and puncluation sensiie, but are not case sensiive. Yol can have miked case of & lower or &
upper case The system will nal lock you out if you change case ier However, whatever punclisation or speling you use mus! be repeaied
exactly or you wil be locked out

Each secirity quesd ind answer must be unique. For example, you canl enler fhe security question, “What was my favorie car™ mom
AN oNCE and you CaNT USe e answer, “Convetle” mons than once. REmember 10 Creste non-assily puessabie questions. For axampis
“hat high schood dict pou allEnd?® may be quessabile by Someans who knows YU A Beller guesSon mighl be
elementary school teacher?

Wh wats: mry favorile

Kprp 2y record of SeCUNty QUESIIDNS 30 answers 1 Mose GUESHONS N 3 SECUTe PRce Separa Fm your ACCoE-nelated imtorratbon.
Remember, he PIN and the SeCUily qUSslions and answers fepresenl your parsonal Sianatule - keep it secral - k2ep it sale

Security Question 1

Securily Answer 1
Security Question 2

Security Answer 2

Once your security questions have been created you must determine if you would like to verify your identity using an
online service or by submitting a hard copy form.

Step 3.3

You must decide
if you want to
have your
identity verified
online or
through the
hardcopy
notarized
identity
verification
process.

Complete either
the Online
Identity
Verification
process or see
Step 3.4 for the
hardcopy
notarized
identity
verification
process.

Online Identity Verification: Safe & Secure (Recommended and Immediate Option)

Ohio EPA has partnered with LexisNexis to provide an online verification service to customers. If successful, this reduces
the time it takes a user to be authenticated and receive PIN issuance; once verification is received a PIN will be generated
in the same session. The system will utilize the PIN Holder Information provided along with a date of birth and the last
four digits of his/her social security number. To initiate this process, follow the instructions on the screen to acknowledge
you have read all of the information provided on the screens and click the “Verify Identity” button. The system will allow
three attempts to use the online verification. Please make sure you have followed the instructions for PIN Holder
Information to experience a greater probability of success. If the service is not able to do so after three attempts, the
hardcapy process must be used.

Online Identity Verification Safe & Secure (Recommended and Immediate
Option)

You may verity your deniity ol AN recenve your FIN immediaely by entering your beth dabe and last 4 digits of your Social Security
Pume [SSM) Deo IRMUGN 3 SECUTE EcE, LeXsNEs, FIf Ut 1 Information and CLICK e “Verey KJeniey” button, 1 your Kiertny &
verfed, you wil receve your FIN aulomaticaly and & can be acBvaled immediately.

1 e 1 S 10 VAT your KJEntRy SIOUGR HOT 0 erer your 1 ages
your SN, CHECK the box bekiw AND CLICK the "Request Hardcopy PIN' bulton 2t the botiom of i scieen and you wil be guikded how
10 proceess Phease nole, s process will ake 1.2 weeks and requie 3 notarized hardcopy form ta be e 1o.Ofio EPA. Your PIN wil be
processed and you wil FECENE el NSUUCIGNS on viewing and aclvaling your FIN.

Gate of Birth (menidayyyy: 1568 ]

Last Four Digits of Your Social Security 6525
Nuber:

would like to proceed with LexisNexis
\certty verticanon,

Once successful, the following message will be displayed and an email will be sent to you providing instructions on how to
view your PIN. If the verification is not successful an error message will appear allowing you to adjust the PIN holder
information and try again for a total of three attempts. If verification is not successful after those attempts, proceed to the
hardcopy notarized identify verification.

Your PIN Request has been approved.

Cangrasutasans -
“YEur PN reguest has Been ARBICYSS 20 5 FEay ot ACIaIER

To Aciiaie your PR, ko e Insircions below

SEl8CL N6 "CONINUE.. o bekw 1o R 101 BuSINESS e NOME B2 N0 Folow Nése s

1. O e eBusiness Cener Hoime Page, select he 4y Actourt meny
2 " 10 2P 3 SEELTRY QUESHIN BEDRE VICRTIG YOUI FIN) 20G ECONS the FIN B

3 4 : & o e “Actvale
v the answer fn one of he ive PIN securly quesiins
¥ou Wil e Fioemed Tal your FIN 1 achwatea A enal con
spechied i your FIN request

Getting Help

F Yo 5 Ve e Bl RCUACTER WM YU N of S EXpeTERERG Diher protiems, plese contact s 3 (1171 12.2458 (1AT1.E5A
BIZZ) Setect Opion 2 or Assistance.




Step 3.4

See screenshot
for

Hardcopy
Notarized
Identity
Verification
Process.

If you need
assistance with
creating your
PIN, please see
the contact
information at
the bottom of
this screenshot.

PIN in the il Center

Hardeopy Notarized Identity Verification

As indicated on the screen, the hardeopy process will take longer than online verification and involves printing a
subscriber agreement form which must be signed in the presence of a notary. There are options to expedite this process
by sending the request via express mail. Instructions are provided on the screen as shown below. In order to begin the
process select the check box and click the "Request Hardcopy PIN” button,

Hardcopy Notarized Identity Verification

Use Onily i identity Verification fails after 3 attempts OR you do not wish to use the LexisNexis online verification servics.
‘Check to get PIN via hardcopy notarized application. This will take 1 - 2 weeks.
(oo |
In order to complete the hardcopy process, a Subscriber Agreement Form must be printed, completed, and signed in front
of a notary. Once that is done the form must be sent to Ohio EPA at the address provided.
The Following Action is Required to Establish Your PIN.

Your PIN request was successhully submitted but addonal sieps are required

1. Down

2d and po et Agre:

Subscriber Agreement Farm

2. Sign e Subscriber Agresment in the presence of a notary after tlesting 10 e stalement on
3. Send the anginal nocared har capy of your Sut

Subscriber Agreement
Tiber Agresment 1o the Ofio EPA a1 one of the following addresses

Ddailing Address,
Onia EFA Ohio EPA
ATTN. ITS FIN Management
50 West Town Street, Sul
Columbus, OH 43215

business v yous FIN. instructions for activation will 20 be inckuded i the email

Getting Help
I you need assisiance of have PIN-speciic questions, please contact
I 50N TeChnalogy Senices WMol seek al &1 2990 of email ar
: a s g0

17 YOU need assHIaNce of Nave qUESIIONS regarcing the Oho EPA eBUSINESS Cemer, please conact
eBusiness Center Hepdesk at (B77) 3722499 (1-877-EPA BIZZ) o email at
eniznelpoesk@epa nio av.

Technical and PIN suppar hours of operation are 600 AM - 5:00 P weekiays, except state nolidays.

Step 3.5

Viewing your
created PIN.

PIN Management in the eBusiness Center

Viewing a PIN

Whether your identity verification was successful via the online or hardcopy process, an email will be sent to the email
provided in the PIN holder information area. You do not need to receive the email in order to view the PIN, however it
will prompt you to do so once it is available. To view the PIN, select “View PIN" under the "My Account” menu as shown
below.

In order to view a PIN you will be prompted to answer one of your established security questions. Answer the PIN
question you are presented and click the "View PIN" button.

Wiew PIN for Account;

I arder b9 vetw your PIN, pleass arsiwer tils securlly question:
EY

] o

The PIN will be displayed on the screen and a notification will be emailed to the PIN holder email with notification that the
PIN has been viewed. The security of this PIN must be protected and it should not be shared with anyone else. It
represents your personal signature.

Wiew PIN for Account:
The PIN far your account is:
SEgEi

AR EMal ROUSCAKn CONMMTING Tt your PIN Fas Been viswed s been 52110 e Smal 3CC0unt 25500aied Wilh S5 FIN




Step 3.6

Activate your
PIN. Once your
PIN is activated
then you may
begin using it as
required in the
eBusiness
Center. You will
need your PIN
during the E-
Check payment
process for an
application
payment.

PIN Management in the eBusiness Center
Activate a PIN
The final step that must be taken in order to use a PIN in the eBusiness Center is to activate it. You can accomplish this by

selecting “Activate PIN" from the "My Account” menu. You must enter your PIN and answer a security question. Upon
completion click the “Submit” button.

PIN Activation for Account: TJefferson

Use iis page o activale your eBusiness Center PIN. To complele your activation, erier your iew PIN 2nd answer i security question

1 serve a5 2 legally enforceable signature 1o the

same i as an original handwriten signa o protec the securiy of my PIN fram compromi

E 0 agres an
shall take all necessary siops 1o prevent 5, dISCIOSUE. OF USE by any aifer persan. in the event that | have any Feasan to beleve that
the PIN has or may have been compromised. | agree 1o prampily report the problem o the Ohio EPA

LI hawe read and agree with the above stabsment

PiN:

Please answer this security question:

1

As soon as a PIN is activated you may begin using it as required in the eBusiness Center.
PIN Activation Complete

Your PIN wars successiuly acivated. You wil also receive an email notification.

Q

ONANUE...

Contact

For more information about acquiring a PIN, contact Information Technology Services at EPALeBizPINs@epa.ohio.gov or
(614) 644-2990. If you have eBusiness Center questions, please contact the eBusiness Center Helpdesk at

ehizhelpdesk@epa.ohio gov or 1-877-EPA-BIZZ (1-877-372-2499).




Creating an

fAhio
Ohio Environmental

Protection Agency

eBusiness Center

in |t|a| or eBusiness Home My Account v+ Audit v Service Admin «
renewal ) .
Welcome to the Ohio EPA eBusiness Center
asbestos
Ste p 4 co nt ra Cto r Available Services (What is this?)
license
“
SeIeCt ASbeStOS @ =-and Events Registration
H ” Division of Surface Water Credible Data
SerV|CeS - Division of Surface Water NPDES Permit Applications (STREAMS)
DMWM Compliance
DMWM License and Registration Service
DMWM Solid Waste/C&DD Disposal Fees (Submit Report)
DSW 401 Certification and Isolated Wetlands Permit
e-Discharge Monitoring Reports (eDMR)
e-Drinking Water Reports
For asbestos
contractor initial | [EESES
and renewal Asbestos Services
Step5 | applications Manage your Demaion s Reneatn At Nofcs
SeleCt the * Manage your Asbestos Contractor Licenses
“Contractor

License” button.

Manage your Asbestos Certifications

Individual Certification

ge your Asb Training Prog and Training Notifications




Step 6

Select the
“Search/Create
Certification”
button on the
right-hand side of
the screen.

Note: This page
will also serve as
your main page
to keep track of
all your
submitted
Contractor
applications and
licenses.

License  Comtractar License List

Contractor License List

Lieanse Mumber Contractor Mame Lisemse Status

Expiraticn Dsts

Step 7

Enter both the
License Number
and Federal Tax
ID number in the
fields to search
for an existing
license and click
the Search
button. If your
existing license is
found proceed to
Step 7.1.

If your company
does not have an
existing license,
enter just the
Federal Tax ID
number and
select the
“Create New
License” button
and proceed to
Step 8.

Contractor License Search

License ac5780 Federal Tax
Number ID

Create New License

12-3456789

Contractor License Search

License Federal Tax
Number D

License number required
Create New License

98-7654321




Step 7.1

If the contractor
has an existing
contractor license
and you want to
add it to your list,
renew or view it,
you can select the
license, click on
“Saved Selected
License”. This will
add/connect the
license to your
specific login. This
will allow you to
renew, edit, view,
and download
applications and
documents from
your license.

Contractor License Search =

License 205100 Federal Tax 99-00999900
Number [}

Vlicenses [

Licensef Fed Tax Id Name

ACB100 959999999 Asbestos Test

Filter all columns First evious n Mext | Last

Save Selected License | Create New License

Step 7.2

View your license
once it has been
added to your list.
From the
Application Level
“Action” button
you will be able to
renew, edit, view,
download
applications and
documents,
remove from your
list, or delete a
started license
application.

[Cantractor License List

] L e e Lt Bt
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Step 7.3

If renewing your
license, select
“Renew” from the
License Level
“Action” button,
proceed to Step
11.

Contracter License List

£rmiepates Hama

Tiges poem Cntn




Creating a New
Contractor License,

Enter Federal Tax ID

Step 8 | enter the Federal

Tax ID and click the Federal Tax ID 98-7654321|

“Search” button.

Enter Federal Tax ID
Federal Tax ID 98-7654321

Create a New

Contractor by
Step 9 | selecting “Create

New Contractor For
Federal Tax ID: 98-
7654321".

Mo existing contractor found with that Federal Tax ID.

Create New Contractor For Federal Tax ID: 98-7654321




Step 10

At a minimum,
complete all
required fields and
select “Create
Contractor And Start
New Application”.

New Contractor

Federal Tax ID #

98-7654321

Contractor Name

'\Jame
Contractor Name is required
Street Address
Address
Street Address is requirad
Address 2
Address
City State Zip

Cancel

Step 11

Complete all
required fields in
Section 1.

Tip: You can click on
the “Validate”
button at the
bottom of the page
at any time to see
what required fields
still need to be
completed.

You can also click on
the “Save" button at
the bottom of the
screen anytime
during this process
to save your
entered
information. You
will be able to come
back to this
information later if
needed.

sty sy e i st a6 e g cot” e 5 s of pament




Step 12

Section 2 - Select
the “Add Business
Entity” button to
add business entity
individuals and click
on “Save” once all
the required
information is
completed.

You can click on the
“Action” button
beside your entry to
either “Edit or
Delete” the entry.

Fum b et Mams

L 4 Dightm of 55

Business Entity(s) (if applicable}

Step 13

Section 3 - Select the
“Add Abatement
Specialist” button to
add an Abatement
Specialist employed
by your company.

You can use the 1%
row to search for your
Abatement Specialist
from the Ohio EPA
active database by
name/certification #.

You can use the 2™
row to add a name if
not found in 15t row
search (i.e. usually for
new contractor and
abatement specialist
not approved yet).

Click on “Save” once
all the required
information is
completed.

You can delete an
Abatement Specialist
by clicking the
“Action” button.

s Cartificstion Hubar

B
IR

b Abstorre poidit

Abatement Specialist Employee(s)

T

Abatement Specialist Employee(s)

st ame Last Name

fnpiration it




Step 14

Section 4 - List all
other state asbestos
licenses. Select the
“Add State License”
button. Complete
the required
information and
select “Save”

You can click on the
“Action” button
beside your entry to
either “Edit or
Delete” the entry.

State License(s) (if applicable)

Step 15

Section 5 and 6 —
Answer the
questions. If you
select “Yes” to
either question you
will be required to
upload a document
explaining the
issue(s).




Step 16

Sections 7, 8 and 9 —
Answer all
questions.

You are required to
upload a document
answering the
questions.

Section 10 — This
can be used to
upload any
additional pertinent
documentation.

Note: You will be
able to select
“Remove
Attachment” for any
added attachment.

Step 17

Once the application
is completed, click
on the “Validate”
button to make sure
that all required
fields are completed
properly. If a
required field is
incomplete it will
give an error.

Next, save your
application one last
time and click on
the “Add to cart”
button. Your
application will now
be added to

the cart and ready
for checkout.

roere. eI e e




Step 18

After selecting the
“Add to cart”
button, it will ask if
you are sure you
want to add license
application to cart?
Click “Yes”.

Add license application to cart? *

Are you sure you want to add license application to cart?

am

Step 19

When you are ready
to check out and
pay for your
contractor license,
you can click on the
“View Cart” button
in the upper right-
hand corner.

(Contractor License List




Step 20

View of items in
your shopping cart.

You can also
“Remove Item”
from your cart by
clicking on the blue
minus sign or return
to your certification
list to create or add
another certification
or license to your
cart.

Click on “Checkout”
to proceed to the
payment process.

IContractor License Shopping Cart

Step 21

Click “Yes” to submit
all applications in
the shopping cart
for payment.

Checkout X

Do you want to submit all of the applications in the shopping
cart?

w ]




eBusiness Center

Ohio EPA Fee Payment Options =
Pay Electronkeally, |

Select your option

Step 22 | for payment type ' R
and complete your -
transaction. e e

Fay Lazer
i i B Py, o il 4 5 B, 5 i 4 e st 4 W o bl oy it o 5 W i o W R € i 8 it i B s Bt

U3 il Chack, Money Order or State Agency 5TV

O W, 1 B 7008, oo, O 457147002, Pt sttt 0 B 5 i s e

i e R4 17V by Loy T4t

[ o ]
Once payment is Contractor License Application Status Scenario
completed the G
status of your License Application Scenario Change to Status
. . . Application is created, but not yet submitted Pending
application will be ——— : . — - -
" Application is submitted, with full payment waiting approval in Submitted
updated to “Ready Revenues
Step 23 | for Review”. Applies to renewals only. Application is submitted more than 60 days |Hold
from the license expiration date |
. The application is submitted, fully paid, and ready for review Ready for Review
Other potential P : e et AL -
i . The application failed review due to missing information Deficient
appllcatlon statuses The application has complete information and passed review Approved
are listed in the The license was issued Issued
table shown. The application is more than 45 days in Deficient status Denial Pending
The application for license is denied. License was not issued Denied




This chart defines
Step 24 | the different license
statuses.

Contractor License Status Scenario

License Scenario Change to Status
The initial license has not yet been approved Mo Status

The license has been approved Active

The license is past its expiration date Expired

The license is past its expiration date, but an application for renewal |Extended

was already submitted

The license is suspended. The license becomes effective at the end of |Suspended

the suspension period

The license is revoked and no longer effective. The applicant must Revoked
zubmit a renewal application in order to reinstate an approval and

expiration cycle for that license

The application for a license was denied after the application review |Application Denied

For further information regarding the online licensing process, contact the Ohio EPA Asbestos Licensing Program

by email at asbestoslicensing@epa.ohio.gov or call (614) 644-0226.

For information specific to already submitted asbestos contractor license applications, contact Richard Huddle

by email at asbestos@epa.ohio.gov or call (614) 466-0061.
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